AVIATORS how-to guide – Setting Up Emails

1) Search Google
2) Select sign in
3) Create an account / sign in
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5) Go to security
6) Select 2 step verification (yours will show as “off” unlike the picture)
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8) Re-enter your password
9) Enter a phone number that you will be able to access to receive a code. E.g., member of staff or a volunteer
10) Select text message, then next
11) Enter the verification code received via text message
[image: A screenshot of a computer

Description automatically generated with medium confidence][image: Graphical user interface, text, application

Description automatically generated]








12) Select turn on
13) Go back to Google security page
14) Select app passwords
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15) Select app and choose mail
16) Select device and choose other and enter name such as Synapptic tablet
17) Select generate. This generates a 16-digit password, you may need to scroll the screen across to see all of it.  Write the password elsewhere for convenience later.  
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18) Go back to the main menu
19) Go to your emails
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21) Enter your name, emails address and the 16-digit password
22) Go back to the email settings menu, and press Test 
23) If the test was successful, go back to the first email menu and press Fetch 
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Please note, it may take some time for emails to download so if it does not show your inbox straight away. Try again later.
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